Search, Register and Pay for HVCC Credit-Free Classes with Flexible Registration
Getting started with Flexible Registration

Browser Compatibility
Be sure you are using one of the following internet browsers to view Flex Reg. If you don’t have one of the following installed, click
on the browser name or icon to be taken to the free download site.
Google Chrome
version 64 or later

Mozilla Firefox
version 58 or
later

Apple Safari
version 11.0.1 or later for Mac OS and/or
Windows

Microsoft Internet Explorer
version 11 or later

In addition, users must have the Adobe Flash Player installed on their computers in order to view Flexible Registration. Adobe
Flash Player is a free download. Click on the title or icon to be taken to the free download site.

Adobe Flash Player
version 21.0.0 or later

Basic Info
•

Flexible Registration is only available for credit-free course registration.



Unless you are a new student, you will need your HVCC user ID and password to register for courses in Flexible Registration.

•

Payment is required at the time of registration. Discover,Visa, and MasterCard are accepted in Flexible Registration.



Do not use your internet browser’s BACK
button while in Flexible Registration. This may cause problems with the registra‐
tion process OR cause you to be kicked out of the system. If you are a brand new student, you will not be able to log back in.



SECURITY WARNINGS: You may encounter security popup warnings while using Flexible Registration or during the payment
process. Please OK any of these popups and do not allow your browser to block any of Flexible Registration’s content during
the registration and payment process.
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Welcome to HVCC’s Flexible
Registra on for credit-free
courses.
To begin, either Sign In with your HVCC
username and password if
you are returning student,*
OR
Begin searching for classes immediately
using the Search feature. Click the
to show all courses in the catalog.
In the Search field, you can start
search‐ing for your class(es) by entering
the course number (CRN) or words
from the course tle or descrip on.

*Don’t know/have your HVCC username or password? How do I know if I am a returning student? If you have ever applied
for admission, a job, taken a credit course, credit‐free course, summer camp or College in the High School course you may
be considered a returning student. Need help visit - http://www.hvcc.edu/its/docs/student-account-help.html.
New students can create an account and register within Flexible Registration.

With the Advanced Search feature, you can
search for a class by specific a ributes.
Choose this search op on to narrow down
your search for a course. Once you’ve chosen
your criteria, select Go to show courses in the
catalog that meet your criteria.

On the Schedule Builder Screen, available cours‐
es matching your search will show up on the le .
Mouse over to a course to either see more de‐
tails or add it to your cart.
Click the Magnifying Glass to show course details
like course fee, instructor, etc.
Click the + sign to add a class to your schedule
and your shopping cart.
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A er clicking the Magnifying Glass, the
Course Details Screen will pop up show‐
ing the course descrip on and addi on‐
al informa on about the course. Click
on Mee ng Times to see the days/ mes
for the course.
From here, you can click Close to return
to the Schedule Builder or Add to add
this course to your schedule/shopping
cart.

Once you’ve added a class to your schedule/shopping cart, you will see it in your schedule. Here, it is presented in List View. You
can also view the course in a Weekly View. Toggle between the two by clicking on view op on at the top right corner of your
screen.

All set with adding courses? Go ahead and click
Register on the bo om right of your Schedule
Builder screen to begin the registra on and
payment process.
If you haven’t done so yet, you will next be
asked to login, or if you’re new to HVCC, to
create a user account.
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Here, you will need to enter your HVCC
username and password. If you are a previous
student and do not have that informa on visit http://www.hvcc.edu/its/docs/studentaccount-help.html.
If you are a new student, click on Create New
Account to create a new student account.

To create a new student account, enter your
informa on on the Create a New Account
screen. Required informa on is indicated by
an asterisk(*).
NOTE: You must also check oﬀ that you agree
with HVCC’s Acceptable Use Policy before moving
on.
When all of your informa on has been entered,
please key in the Security Check code at the
bo om of the screen and click Submit.

*Please note that returning students will be prompted to review and agree to the Acceptable Use Policy the first me they
register via Flexible Registra on.

Once your account is successfully created, you
will see the popup Welcome! screen shown
here. Click con nue to complete the registra‐
on process.
IMPORTANT NOTE: Do not log out or close your
browser screen at this point. Your login creden‐
als will be mailed to you ASAP, but un l you
have them, you cannot log back in to complete
your registra on, if your session is interrupted.
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A er logging in or cre‐
a ng a new account, you
will be taken to the
Registra on Results
screen. You can s ll drop
a class from your shopping
cart at this point. To
complete your
registra on, click on Pro‐
ceed to Payment.

If you see CE Non Credit Resident Fee, the course you are trying to enroll in requires a
Cer ficate of Residence. If you wish to pay online, you will need to pay the en re
fee. A er you submit the cer ficate, a refund will be issued for the diﬀerence.
A popup screen for the Registra on Disclosure will ap‐
pear. Please read the disclosure carefully, as you are
required to Accept its condi ons before moving on to
payment for your course. Further details about The
Oﬃce of Community & Professional Educa on’s cancel‐
la on and refund policies can be found at:
h ps://www.hvcc.edu/communityed/cancel.html
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At this point, you need to click through a series of screens indica ng that you wish to go ahead, pay, and register for your course
(s). Once clicking Yes on the Proceed to Payment popup screen, you will be redirected to HVCC’s PayPal Payment gate‐way.

Hudson Valley Community College accepts Discover,
MasterCard and Visa for credit card payment. On the
first screen, enter the credit card informa on and click
con nue to move on to the next payment screen.

6

Search, Register and Pay for HVCC Credit-Free Classes with Flexible Registration

Please enter your payment and billing informa on for
the credit card you are using here. Required
informa on is indicated by an asterisk (*). Please note
that the email entered in the billing informa on sec on
is where the payment receipt will be sent, not the email
associated with the credit card account.
To complete payment, click the Pay Now bu on at the
bo om of your screen.
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That’s all there is to it! Now you’ve successfully registered for a credit-free class online. Once the payment process is
complete, you will be redirected back to Flexible Registra on. Please print your confirma on page for your records.

*Reminder: If you are a new student and created your student account during the course registra on process, your username and
password will be mailed to the permanent mailing address you entered while crea ng your account. Once received please go to
https://www.hvcc.edu/students.html and click on WIReD to complete your security questions so you will have the ability to reset
your password in the future.

*Parking Passes: Use your HVCC username and password to access your HVCC e‐mail account. There, you will find a printable
parking pass to use on‐campus while you a end your credit free courses. Go to h ps://www.hvcc.edu/students.html and click on
WebMail to login.

Ques ons? Call our oﬃce at 518– 629‐7339 during regular business hours with ques ons
about the online registra on process. We are happy to help.
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